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To view detailed employee information, click the 
Employee Details icon next to your name in the 
timesheet.

Verify your role, work schedule, tour type, route, and 
default organization. If there are any discrepancies, 
contact your point of contact.

You can edit your building number, room number, 
phone number and email address. Click Submit after 
making any changes.

Click the My Timesheet button to return to the 
timesheet.

Before entering time, add your job orders and corresponding hour 
types to your timesheet.
1.	From the My Timesheet screen, click the Add button next 	 	
	 to Project.
2. 	Laborcodes are grouped alphabetically. Click the group 	 	
	 that contains your laborcode. 
3.	 Locate and select your project from the Laborcode 	 	
	 scrolldown menu.
4.	 Select the appropriate hour type (REG, OT).
5.	 Click the Add Project button.
	 Once your project has been added, return to My Timesheet 	
	 to enter your time.

Once a project has been added to your timesheet, it will 
remain there until you delete it. You may only delete 
projects if there are no hours entered in the timesheet for 
that project. To delete a project click on the red "X" to the 
left of the project on My Timesheet.

All employees must have a user ID and password prior 
to using WebTADS. 

 

TIP: 

TIP: 

Avoid using the back and forward buttons 
in your web browser when working with 
WebTADS. 
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A. ACCESSING WEBTADS FOR THE FIRST TIME B. VERIFYING EMPLOYEE DETAILS

C. ADDING PROJECTS

Open your internet browser application (Netscape 
4.7 or higher or Internet Explorer 5.0 or higher).
Type: www.webtads.arc.nasa.gov in the address 
line. Click the Enter Time link.
Enter your user ID and password. Click Sign in. 

Enter "T" for travel or "H" for home in the remark field if
working offsite. 

TIP: 

TIP: 

Employees will need to change their passwords 
every 90 days, in compliance with NPG 2810. Use 
the Change Password link on the Employee Details 
screen to change your password.

Leave balances are displayed in the middle of the 
employee details screen.
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